How do I manage PO’s =

. frreerers
with Reports and .

The following panels will outline how a buyer will manage their purchase orders by
accessing various reports and Inquiries.

Loin 1.Login into the PeopleSoft Purchasing 7.5 system and prepare to
9 select a buyer for a specific requisition.
2.To access various reports to assist the buyer to manage their
Reports
purchase orders.

. [:> 3. When | buyer needs to do inquiries on PO’s, Requisitions, &

Inquires Vv
ouchers.
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Step 1: Login

» Launch the PeopleSoft Signon from the Novel Application launcher.
o Connection type “Oracle” (Defaulted)
o Database Name “FMSPRD” (Defaulted)
o Enter your login name. (UPPERCASE only)

o Password is your login name (lowercase only)

» Click “OK”
PoopleSoltSignon |

PeopleToolz: 7.62
Copyright [2] 1388-1933 PeopleSaft, Ihe.

All rightz resemed.

Enter Signon |nfarmatian Below:

Connection Type: I Oracle j
Databaze MNarme: IFM SPRD

Operatar I0: [JPSPEROS]

Pazzword: I

k. I Set Pazaword... | Cancel
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In PeopleSoft, there are a variety of reports that operators can access. The following reports can be access through
the Manage Purchase Orders report panel. Each panel has its own unique set of parameters. Each report has up to
several variations of the specific report that can be processed. Each report is delivered in a Crystal format.

All Reports begin with the selection of the specific report and defining a run control and clicking the run Iﬁl

button.

The Process Scheduler Request will display.

Process Scheduler Request

Operator [D: JIBETTEM Fun Control 1D:  Expediting

— Fun Location

& Client " Sepver

SErern I VI

— Output Destination
T File € Printe

File/Printer: I

— Fun D ate/Time:

— Fun Recunrence

Cancel |

E wpediting Bepart by Buyer
Expediting Feport by Due Date
Expediting Fepart by Wendar

PO A006- Ciystal
PO 40083- Cryztal
POY4007- Cryztal

Date:  [07/10/2002 =l [orce T
Time: [04:37:00 PM [ ] Name:

FEseh ba et Hate/Tinme | =25 | Updatel [nefete |
| Description WETE | Process Type Deser

\

On all Crystal reports, select the radio button next to the Output Destination of Window.

If the report has several options to select, click on the one you want to run and click OK.
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Inquiries?

Report ID Report Name Description

POPO005

Purchase Order

This is the purchase order used to
communicate with suppliers.

PORFQO01

Request for Quote

This Request for Quote is used to
communicate with suppliers.

POY1100

Requisition to PO Cross
Reference

This report provides a cross-reference of
Requisition lines and associated Purchase
Order lines.

POY4005

Expediting Report by PO
ID

This report provides a listing of past due
Purchase Orders sorted by Purchase ID.

POY4006

PO Expediting Report by
Buyer

This report provides a listing of past due
Purchase Orders sorted by Buyer.

POY4007

PO Expediting Report by
Vendor

This report provides a listing of past due
Purchase Orders sorted by Vendor.

POY4008

PO Expediting Report by
Due Date

This report provides a listing of past due
Purchase Orders sorted by Due Date.

POY4010

PO List By PO Date

This report displays Purchase Order header
status information along with total ordered,
received, and paid quantities sorted by PO
Date.

POY4011

PO List By Vendor

This report displays Purchase Order header
status information along with total ordered,
received, and paid quantities sorted by
Vendor.

POY4012

PO List By Buyer

This report displays Purchase Order header
status information along with total ordered,
received, and paid quantities sorted by Buyer.

POY4013

PO List By Status

This report displays Purchase Order header
status information along with total ordered,
received, and paid quantities sorted by PO
Status.

POY4020

PO Status By Vendor

This report shows the status of Purchase
Orders, including ordered, received, and paid
guantities and amounts sorted by Vendor.

POY4021

PO Status By ltem

This report shows the status of Purchase
Orders, including ordered, received, and paid
quantities and amounts sorted by Item ID.

POY4030

PO Detail By PO Date

This report is for use in conjunction with the
Purchase Order Listing reports, which contain
only header information. This report lists
Purchase Order line information including Item
ID and quantity, category, manufacturer, lead
time, and contract information sorted by PO

date.
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Report ID

Report Name

Description

POY4031

PO Detail By Vendor

This report is for use in conjunction with the
Purchase Order Listing reports, which
contain only header information. This report
lists Purchase Order line information
including ltem ID and quantity, category,
manufacturer, lead time, and contract
information sorted by Vendor.

POY4032

PO Detail By Buyer

This report is for use in conjunction with the
Purchase Order Listing reports, which
contain only header information. This report
lists Purchase Order line information
including ltem ID and quantity, category,
manufacturer, lead time, and contract
information sorted by buyer.

POY4040

PO Schedule By PO
Date

This report shows schedule information for
Item IDs and shipping quantities, including
ship to locations, FOB, and other shipping
information sorted by PO date.

POY4041

PO Schedule By Vendor

This report shows schedule information for
Iltem IDs and shipping quantities, including
ship to locations, FOB, and other shipping
information sorted by vendor.

POY4042

PO Schedule By Buyer

This report shows schedule information for
Item IDs and shipping quantities, including
ship to locations, FOB, and other shipping
information sorted by Buyer.

POY4050

Sourcing Analysis by
Process Instance

This report lists errors from the Autoselect
process by process instance.

POY4100

PO to Requisition Cross
Reference

This report provides a cross reference of
PO lines and associated requisition lines.

POY5001

Receiver Summary

This report provides a summary listing of
receipts within a specified date range.

POY5010

Receiver Ship To Detail

This report provides a summary listing of
receipts shipments within a specified date
range.

POY5020

Receiver Account Detail

This report provides a summary listing of
receipts with account distribution.

POY5030

Receiver Delivery Detall

This reports provides a detail list of
shipments by receiver ID.

POY5035

Shop Floor Receipt
Delivery

This report provides a detail list of shop
floor receipts.

POY6100

RFQ to Requisition Cross
Reference

This report provides a cross-reference of

RFQ lines and associated requisition lines.
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Inquiries?
Report ID Report Name Description

This report shows a detail summary by

receiver id, Purchase Order id, quantity,
POY7000 Receipt Accrual Report |price and total by line.

This report provides a summary listing of

Purchase exceptions showing amount limits
POY8010 Purchase Exception per transaction.

This report provides a summary listing of

Purchase exceptions showing amount limits
POY8011 Purchase Exception per month.

This report provides a summary listing of

Purchase exceptions showing the number
POY8012 Purchase Exception of transactions per day.

This report provides a summary listing of

Purchase exceptions showing the number
POY8013 Purchase Exception of transactions per month.

This report lists a summary listing of

Purchase exceptions showing commodity
POY8014 Purchase Exception codes NOT allowed.

This report shows a summary listing of
POY8020 Expected Credits expected credits by vendor.

Insert This report shows open Purchase

Order distribution lines by Expense
PORO0002 Open PO Expenses account.

Insert This report shows open Purchase
PORO0003 Open PO ORG Only Orders by Org account only.

Insert This report lists open Purchase
PORO0004 Open PO Approp/ORG |Orders by Appropriation and Org.

Insert This report lists open Purchase
PORO0005 Open PO Project/Grant  |Orders by Projects.

Insert This report retrieves budgetary

Procurement Activity amount information for Purchase Orders

POS8001 Report according to report request parameters.

Insert This report retrieves budgetary

Requisition Activity amount information for Requisitions

POS8002 Report according to report request parameters.
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Step 3: Inquiries

Within PeopleSoft there are several pre-defined inquiries that allow users to view Purchase Orders, Requisitions,
Receivers, & Vouchers. Some of these inquiries are interlinked allowing the user to bring up multiple
information from various modules. The following inquiries will show various information enabling the user to

complete their assignments.

PO Activity Summary

Go

Administer Procurement
Manage Purchase Orders
Use

Inquire

PO Activity Summary
Update/Display

e d i udl

The PO Activity Summary will display

Update/Display -- PO Activity Summary

Business Unit: ILBNL j
Purchasze Order: Il]l]l]l]1 26

ok

Cancel

4
Purchasze Order Date: I j

Purchase Order Referénce: I

Vendor 1D: I j

Search

Detal

Lze Quemny

Uit PO / PO Date PO Ref

Yendar

PELBEE

/T ype in the purchase order number or click “Search” and select the PO from the table and click OK.
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Manage Purchase Orders - Inquire - PO Achivity Summary

File Edit View Go Favoites Use Process Inquire Hepot LBML Help
ole@x| alaEl el @] SE] el Hle]ale ]
PO Activity Summary I
Unit: LEML PO: 0000126 Yendor: ABATI ENVIROM PO Status: Dispatched
Line Item ID Long Descr UOM Order Oty Order Amt >
1 WORKSTATIONS E& 5.0000 500 hﬁ—/
=1
Go To
[ [ [PD Activity Summary |Update/Display v

At the PO Activity Summary panél Header Information, Vendor, PO Number, PO Status, and Line

Description will be shown.

Click on the Fetch button.

Manage Purchase Orders - Inquire - PO Aclivity Summary

Eile Edit ‘iew Go Favortes Use Process |nquire Heport LEML  Help
algl# x| oloE| cle D] Sle] @lelo] =] ]
PO Activity Summary I
Unit:  LEML FO: 0000126 Vendor: ABATI EMNVIRON PO Status: Dispatched
Line Item ID Long Descr UOM Order Oty Order Amt
1 WORKSTATIONS EA 5.0000 5000.00 USD
Receipt Invoice Matched [
Qty Rowvd: 5.0000 Qty Inved: 5.00 Qty Mtchd: 5.0000
Qty Accptd: 5.0000 Amt Inved: 5000.00 Amt Mtchd: 5000.00
=]
Go To
[ PO Activity Summary |Update/Display 4

The panel now shows additional information enabling the user to view the Receipt, Invoice, & Matched

Information.
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Click on the Information Tabs, you will access the specific module that brings over the desired information.

Manage Puichase Orders - Inquire - PO Activity Summary

Eile Edt “iew Go Fawortes Use Process lnguire Heport LEML  Help
|l @ x| alua] clel BE| Hle] @lels] le]sle ]|
PO Activity Summary I
Unit: LEMNL PO: 0000126 Yendor: ABATI= EMVIRON PO Status: Dispatched
Line Item 1D Long Descr UOM Order Qty Order Amt
1 WORKSTATIONS E& 5.0000 5000.00 UsD
Receipt Invoice Matched [ |
Qty Rovd: 5.0000 Qty Inved: 5.00 Qty Mtchd: 5.0000
Qty Accptd: 5.0000 Amt Inved: 5000.00 Ami Michd: 5000.00
=]
=
Sched BU Recv Receiver ID Line Seq Qty Received Oty Rejected Status
v’ 1 LEML 0000000023 1 1 5.0000 00000  Received
Go To
Receipt
|PO Activity Summary |Update/Display 4

Receipt Information

Manage Purchase Orders - Inquire - PO Activity Summary

File Edit ¥iew Go Favoites Use Prosess Inquie Report

LEML Help

2| & & x|

Bl 2lE m=| SlE| 22| *|e |4l ]|

PO Activity Summary I

Unit: LEML PO: 0000126 “Yendor: ABATIX EMVIRON PO Status: Dispatched
Line Item 1D Long Descr UOM Order Qty Order Amt
1 WORKSTATIONS EA 5.0000 5000.00 USD
Receipt Invoice Matched I
Oty Rowd: 5.0000 Oty Invcd: 5.00 Oty Mtchd: 5.0000
Oty Accptd: 5.0000 Amt Inved: 5000.00 Amt Mtchd: 5000.00
=]
=
Sched BU AP “Youcher ID Line Oty Invoiced Amt Invoiced
1 LENL 00000t 21 1 5.00 5000.00
"Go To
Youcher |

|PD Activity Summary

|Update/Display

Voucher Information
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PO Accounting Entries
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This inquiry panel provides a View of the Purchasing subsidiary ledgers where journal entries are created for
posting to the General Ledger.

Go

Use
Inquire

oy vy

N
Clicking on the “Accounting Line Scroll Button” [

Administer Procurement
Manage Purchase Orders

PO Accounting Entries

Manage Purchase Diders - Inguire - PO Accounting Entries

File Edit iew Eo Favoites Use Pigcess Inguie Repot LBHL Help

o @ x| a2 S ERE +~/~/+L|

PO Accounting Lines |

Unit: LBNL PO: 6618790 Change Order: Yendor: 00000%&
Accounting Line View Option ‘
 Standard £ Supplemental (Entry Event)  View Both
. Sched |Distribution Line Mod Seq GL -
Template |S [Line Num Number Nb Typ |Voucher Suspe |Stat|Entry Event Unit Accou |Ar
ENC 1 1 1 DST D LBNL 61302
ENC 1 1 1 EN D LBNL 99110
ENC 2 1 1 nsT n I BN1 61302
FNC 2 1 1 FN n I BN1 99110
Pl | _'I;

[
#stan|| @ F3 6 ) %) &) || @)How dol manage PO's wit.. | [ Manage Purchase Or...

|PO Accounting Lines

S Enter Voucher Informatian ...

|Update/Display

INTHEE 73am

Z

will bring the accounting lines to the panel window.
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Change Order History

For each change order, you can review individual header, line, and schedule changes made to a Purchase Order
since its initial dispatch. On each of these panels, scroll backwards from the most current version of the header,
line, or schedule to the information originally dispatched.

Go

Administer Procurement
Manage Purchase Orders
Use

Inquire

Change History

Header Changes

ey Uyl

Manage Puichase Orders - Inguire - Change History M [=1E3
File Edi View Go Favoites Use Process lnquie Repot LENL Help

dlelelx| Bloal sle == 5] @lelo] Ele sl ]|

Header Changes | Line Changes | Ship Changes |

Unit: LBNL PO: 7548300

Vendor: 0000002306 REGENTS OF THE UNIVERSITY

ORIGINAL HEADER
PO Status:
PO Ref:
Payment Terms 1D:
Buyer:
Currency Code:
Rate Type:
Billing Location
Yendor Contact:

I Tax Exempt

=]

[Header Changes Update/Display Y

I I
s | & F3 5 & ) || B)How do | manags | [@FManage Purch... BBEntervoucher Inf._| B Folinvisws - [Peo | By Printkey 20005 04] || N3G 74344
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Line Changes

Manage Purchase Diders - Inquire - Change History M=
Fle Edt View Go Favoites Use Figoess Inquie Hepot LBHL Help

olglex| alcla] el om| =] ofelo] 2] ]|

Header Changes Line Changes | Ship Changes |

Unit: LBNL Vendor: 0000002306 REGENTS OF THE UNIVERSITY

PO: 7548300 Line: 1 |IUT - Supplies and services as required in support of research coverinc
=1

Item 1D: Criginal Line

Item Description:

Unit of Measure:

Vendor Item ID:

Vndr Catlg:

Manufacturer I1D:

Contract: Line:

RFQ ID: Line Nbr:

g

|Line Changes |Update/Display 4

Ship Changes

Manage Purchase Orders - Inguire - Change Histary =] B3
File Edit View Go Favoites Use Frocess Inquie Heport LENL Help

ol g@x| mlael sle = 5] elkell] &l ]|

Header Changes | Line Changes  Ship Changes |

Unit: LEML Vendor: 0000002306 REGENTS OF THE UNIVERSITY

rCurrent Item Details

PO- 7548300 Line: 1 Sched Num- i

Item 1D: Item: IUT - Supplies and services as required in support of r

Chng Seq: 1 Change Order: 14

Due Date:

PO Qty:

Price: Amount:
Ship To:

Freight Trm:

Ship Via:

= =
[Ship Changes Update/Display i

f I
st | & F3 5 7 8] ®) || ®How oo manans | [@BManage Purch... BBEntervouchsr it | B Folio Views -[Peo. | Ty Printkey 20005504 || NI S GED: 7:442M

Scrolling through the panels you will view all the changes for the particular purchase order.
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